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VERSOMNEL DIRHCTOR MEGORANDUH 18=53 18 Maren 1953
SUBJEG Fingerprinting of Consultants and Txperts

ALFIRENCE:  Personnel Director emorandum No, 29=52, mnployment of Experts
and Consultaanbs, dated 2 June 1952

Lo The Secagity 0fficer has notified the Perscnnel Office that Agency
copsultants and expdyts must ho lingerprinted pursvant 0 Fxecutive Order o835,
as anended.

2, The following Istructions shall hereafter apply in the Persomel

0ffice to inswre compliancy with this requirement:
2, Proeadura for (hiaining Frints in Washington

1ant or expert who enters on dubty in Washington
will be fingerprinted on the same day as his appointment and securitly
processing. The requesdng office will inform the appropriate Trang-
actlons and Records 3Jranck of the date of the individualis arrival
and will refer hin to the Bpraneh at that time.

{2) the 7ransactions anf Records Branch concerned will schedule
an appoiniment for the individial to roceive a securdty briefing and
W be fingerprinted on the date ke arvives in Washington,

{3} The 3ranch concerned wil proxptly refer the consultant
upcn his arrival to the Inspection akd Security Office by giving him
a 3xb colorved card contalning the foldowing statement: "Heport for
security processing to Room 1L01 Wing By I Building®, fThe svanch will
ingtinet the individual to submit the cavd at the time of the intere
view and Yo acknowledge his staltus as a cgnsultant, in order that his
securdty briefing and fingerprinting can bl effected withoub delay.

{4) FPach Branch will maintain a supplyof such cards for this
ATDGEG, '

B, When & consultent or expert is appointed oukside Washington, TU. C.
to perform his first assigmment in the locality, prints will be secured in the
area from an Agency contact office, loesl FBI office, sigte police unii,
runicipal police department or post office nrior to the agsumpiuion of the
individualts duties. The requesting office will indicate dn the Remarks
section of Siandard Form 52 that the indivi lusl will perform\ his first
assignment outside of Washington, D, C. The yequesting office will decide
which of the following methods should be used and will indicate this deter=
mination either in the Remarks section of Standard Form 52 or by memorandum

as appropylate,.
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1} If the requesting office has no security objections to the
disclosure of the individuslts affiliation with the Agency, it will
forward twe copies of the fingerprint form used by the Agency {titled
National Defense Pyrogram) to the individual along with the PHS and
Appendix 1. (The Transactions and Records Branches will provide the
offices serviced with a supply of fingerprint forms.)

(a) The requesting office will instruct the individual to
secure the fingerprints from one of the locel offlces designated
sbove and to forward the prints with the other forms, The indi-
widual may reveal Agency connection on the form 1f the question
is ralsed,

(o) Upon receipt of the forms from the individual, the re-
questing office will transmit ticem to the appropriate Personnel
Division.

(2} In other cuases, srrangemenis will be made by a recruiter in
the area for fingerprinting the individual during the period between
the initiation of his security clearance and his first assignment.
Whenever this method is elected by the requesting office, it will pro-
vide such information to the Personnel Division concerning cover, etc.
ae will eneble the recruiter to make secure arrangenents and the indi-
vidual to answer questions on his place of employment.

{a} In each case when the requesting office designates use
of this methody, tne Personnel Division concerned will transmit a
memorandum to the Personnel Procuvement Nivision requesting the
action. 'The contact by the recruiter should be scheduled sc that
4% will not necessitate special travel.

(b} The recruiter will contact the individual in person if
feasible, or otherwise by telephone, and inform him of the necessity
for fingerprinting., The recruiter will instruet him concerning
the statements which he is authorized to make at the time printe
are secured. Based upon the particular circumstsnces of the case,
the recruiter will determine in his discretion whether the form
should be given to the individual, or mailed to him, for direct
submission to the place stipulated or whebther he should prearrange
with a local police or post office official for the individual to
come in for the prints. In the latter case, the form will be
given %o the official contacted or the individual, as appropriate.

(¢} When prepared, the prints will be forwarded, via the
Tersomel Procurement Division, to the Personnel Division concerned.
The Personnel Division, upon receipt of the prints, will transmit
them to the Inspection and Security Office, Room 1416 T Building
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with an attached routing slip indicating that the prints are for a
consuitant or experit.

L. This procedure does not apply to covert consuliants who enter
into contracts with Specisl Contracting Officer.
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